Directions 
Submitting Assurance of Administrative Unit Adoption of a Comprehensive Plan for the Provision of Special Education Services

Policy and Procedure Requirement

Each Administrative Unit (AU) must have effective policies, procedures and practices to implement the Exceptional Children’s Educational Act (ECEA) and the Individuals with Disabilities Act (IDEA) and applicable federal and state laws and regulations.  In addition to policies adopted by the AU’s governing board, a Comprehensive Plan provides evidence of the AU’s policies. Procedures for the implementation of all requirements may be developed as procedural manuals for staff or written procedures that assist staff to meet requirements. Practices are evident through student records and services provided to students.

To assist AUs, the Colorado Department of Education (CDE) Exceptional Student Services Unit (ESSU) has developed a model Comprehensive Plan for the provision of special education services that is compliant with all requirements. AUs have two options to choose from: 
1. Adopting the model Comprehensive Plan for the Provision of Special Education Services – No Content revisions

Administrative Units may adopt the model Comprehensive Plan for the Provision of Special Education Services, adding required Appendix B content but without changing any other content in the model plan. 
Materials and Procedures
1. Review the model Comprehensive Plan and the Assurance of Adoption statement located on the CDE website at: http://www.cde.state.co.us/cdesped/dircorner.asp under the heading “Comprehensive Plan.”

2. Complete the Required AU Specific Information for Appendix B.  All criteria must be addressed.     

3. Upon adoption by the AU, the authorized representative of the AU signs and dates the Assurance of Adoption statement.
4.  Upload the following two documents to the ESSU Data Management System Profile tab: 
· The model Comprehensive Plan, including Appendix B; and
· Assurance of adoption signed by a representative of the AU.
2. Adopting the model Comprehensive Plan for the Provision of Special Education Services with Approved Changes
In addition to completing required information for Appendix B, Administrative Units (AU) may propose content changes to the model Comprehensive Plan. The CDE must approve all proposed changes.
Materials and Procedures
1. Review the model Comprehensive Plan and the Request for Approval to Change the model Comprehensive Plan form that is located on the CDE website at: http://www.cde.state.co.us/cdesped/dircorner.asp
2. Complete Appendix B: Required AU Specific Information. All criteria must be addressed. 

3. Within the body of the model plan indicate complete proposed changes by: 
· Highlighting and using a single strikethrough for any language that the AU proposes to omit; and/or 
· Highlighting proposed language for addition to the model.

4. Complete the Request for Approval to Change the model Comprehensive Plan form.
5. Upload the following documents to the ESSU Data Management System Profile tab: 
· The AU’s proposed Comprehensive Plan, including Appendix B; and

· Request for Approval to Change the model Comprehensive Plan form 

6. If the Request for Approval to Change the model Comprehensive Plan is approved by the CDE, the AU will be notified of the acceptance of the modifications.
7. Upon adoption by the AU, the authorized representative of the AU signs and dates the Assurance of Administrative Unit Adoption of Comprehensive Plan for the Provision of Special Education Services with Approved Changes statement.  
8. Upload the following documents to the ESSU Data Management System Profile tab: 

· The AU’s Comprehensive Plan, including Appendix B; and
· Assurance of Administrative Unit Adoption of Comprehensive Plan for the Provision of Special Education Services with Approved Changes signed by a representative of the AU.
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